COUNTY OF LOS ANGELES
DEPARTMENT OF HUMAN RESOURCES

579 KENNETH HAHN HALL OF ADMINISTRATION/LOS ANGELES, CALIFORNIA 90012
(213) 974-2406 FAX (213) 621-0387

To enrich lives through effective and caring service

MICHAEL J. HENRY
DIRECTOR OF PERSONNEL

November 3, 2003

To: Each Supervisor
L J
From: Michael J. Hen
Director of Pe®nnel

J. Tyler McCauley
Auditor-Controller

Subject: ORDERED ABSENCE LEAVE REPORT

On September 2, 2003, your Board instructed the Director of Personnel and the Auditor-
Controller to compile a list by County department that identifies the number of
employees placed on paid versus unpaid “administrative leave” during the past five
years. Your Board requested that the report include the reasons for the employees’
placement on leave, the duration and the resultant costs.

Attachment A. is a summary of the number of hours and costs as reported by
departments. The total cost is approximately $15.7 million from January 1999 to May
2003 and 678,000 hours for the same time period. The total figures have been refined
by the departments from what was previously reported to the press in May 2003 to
better reflect the actual cost to the County. Attachment B is the information reported by
County departments on their usage of paid Ordered Absence Leave, using the payroll
code that was designated for recording paid time when an employee is ordered off the
job pending an investigation. The information from the Sheriffs Department is in
summary form as we have recently received their report and are in the process of
reviewing their detailed information. Attachment C lists unpaid information in County
departments.

We noted the following in our review of the data provided by the departments:

= The total hours and costs sometimes varied from what was previously reported due
to the different payroll processing methods that were utilized. For example, some
departments recorded the time in work days; others used calendar days that
included weekends.
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= The information previously provided was based on the employees’ present salaries,
whereas the data provided by some departments reflected the actual salaries at the
time of the action during the past five years.

= Specific information was missing for some individuals due to the records no longer
being available or the employees had transferred to a different department than
where the action originally took place.

* In some cases, the time was incorrectly coded as Ordered Absence Leave when
that was not the reason for the paid time off the job.

As directed by your Board, we are developing a policy that provides specific guidelines
and procedures for this type of personnel action in order to ensure consistent and
appropriate usage, with the goal of minimizing the cost to the County.

If you have any questions, please contact either of us or your staff may call Susan Toy
Stern, Chief Deputy Director, Human Resources, at (213) 974-2631.

MJH:STS
SKT:jys

Attachments

c: Each Department Head

ORDERED ABSENCE LEAVE #3
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